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SUMMARY OF CHANGES
Replacement of Chapter 2, “Policy,” in its entirety.

PURPOSE

201.01.00 Overview of the Program
Title change

2.01.01.01 Function
Adds new section describing the Right of Way function.

201.0102 Organization
Adds new section describing the Right of Way organization.

2.01.02.00 Purpose

Section title change. Adds new Right of Way purpose statement.

2.01.03.00 Mission

Section title change. Adds new Right of Way mission statement.

2.01.04.00 Vision

Section title change. Adds new Right of Way vision statement. “Goals’ can now be found on the R/'W Intranet web page, as

R/W’s goals change with new business strategies from year to year.

2.01.05.00 Goals
Deletes section as goals could change yearly.

2.02.01.00 Transportation Project Development process
Adds clarifying language for when a project ends.

2.02.02.00 Cadltrans Project Management

Deletes reference to Right of Way Streamlining Task Force, and reference to R/W project Coordinator Handbook.

2.03.03.00 Responsibility

Minor clarifications to chart. The Training Guide is being deleted from the text, but will be shown as an exhibit in a future R‘'W

Manual revision.
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PURPOSE (Continued)

2.04.00.00 Right of Way Administration
Most changes made to update new R/W title from RW&AM to R/W or HQ R/W.

2.04.03.01 Annual R/W Fact Sheet
The R/W Annua Report has been replaced with the R'W Annual Fact Sheet, now found on the R/W Internet and Intranet.
Accordingly, the last paragraph of this section has been deleted.

2.05.00.00 Delegation Matrices

Title change. The delegation matrices include numerous new delegations consistent with maximizing delegations to
regiong/districts. The delegation process aso provides for each region/district to determine and enter appropriate subdelegation
authorities on the matrices. A copy of the delegation matrices reflecting regionklistrict-approved subdelegation levels and current
revisions thereto is to be forwarded to HQ records.

BACKGROUND

Changes were made to reflect better direction from management. Additionally, per Director’s Policy # 16 dated December 1, 1994,
and Executive Order #98-21 dated July 2, 1998, the R/W Program Manager now directly issues program delegations and
disseminates them through the R/'W manual.

PROCEDURES

This chapter updates and replaces the Right of Way Manual Chapter 2, “Palicy,” inits entirety. This transmittal (RWMC-59)
replaces IRWMC-16 issued on July 9, 1998. IRWMC-16 transmitted delegation matrices to bring current all prior corporate
delegations. This transmittal does not change the prior IRWMC- 16. Regions/Districts are aready processing appropriate
individual subdelegations consistent with IRWMC-16 and this transmittal (RWMC-59).

EFFECTIVE DATE

December 1999.

MANUAL IMPACT

a Insert the attached pages in the Right of Way Manual and remove the old.

¢ Record the action on the Revision Record.

REVISION SUMMARY

Replace
Chapter Remove Old Page Insert New/Revised Page Interim Change
2 - Sections  Table of Contents Table of Contents (Rev. 12/99) IRWMC- 16

Entire sections 2.01 through 2.05 Entire sections 2.01 through 2.05 (Rev. 12/99) "
Delegation Matrices (Rev. various dates 1994-96) Delegation Matrices (Rev. 12/99) "




2.01.00.00
01.00
01.01
01.02
02.00
03.00
04.00
05.00

2.02.00.00
01.00
02.00
03.00
04.00

2.03.00.00
01.00
02.00
03.00
04.00

2.04.00.00
01.00
01.01
01.02
02.00
03.00
03.01
03.02
04.00
04.01
04.02
04.03

2.05.00.00

CHAPTER 2

POLICY
TABLE OF CONTENTS

PURPOSE/MISSION/VISION/GOALS
Overview of the Program

Function

Organization

Purpose

Mission

Vision

District Divisions of RIW

PROJECT DEVELOPMENT
Transportation Project Development Process
Cdtrans Project Management

Hazardous Waste

Risk Taking

TRAINING AND DEVELOPMENT
Philosophy

General

Responsibility

Training Standards

RIGHT OF WAY ADMINISTRATION
Title VI, Civil Rights Act

HQ R/W Responsibilities

District R/W Responsibilities

R/W Roster

Statistical Reports

Annua R/W Fact Sheet

Federal Report

Forms, Records, and File Administration
Records and File Administration
Records Retention Schedule

Forms Management

DELEGATION MATRICES

(Rev. 1/2000)



2.00.00.00- POLICY

2.01.00.00 - PURPOSE/MISSION/VISION/GOALS

2.01.01.00 Overview of the Program

2.01.01.01 Function

The Right of Way Program serves the real estate
needs of Caltrans. The two primary responsibilities
ae:

Appraising and purchasing property required
for transportation purposes; effecting an
orderly relocation of affected families,
businesses, and utility facilities; and clearing of
properties prior to construction.

. Comprehensively managing Caltrans' real
property for transportation purposes, reducing
the costs of operations, and disposing of
property no longer needed.

Right of Way also has the responsibility for:

e Monitoring right of way activities on federally
assisted local facilities.

» Maintaining a stewardship role in the
expenditure of federal funds.

» Ensuring local agency compliance when local
funds are used for projects on the State
Highway System.

e Permitting and monitoring for compliance
outdoor advertising along State highways.

2.01.01.02 Organization

The Program has a professional staff of Right of
Way agents, administrators, and others who

perform avital role in the delivery of right of way
for transportation projects and in managing other
real estate assets related to those projects. It is
headquartered in Sacramento and has branches in
each of the 12 district offices.

2.01.02.00 Purpose

Right of Way administers the statewide program
for right of way acquisition and real property
management in support of Caltrans' purpose,
mission, vision, and goals.

2.01.03.00 Mission

To provide property rights for the construction of
transportation projects on time and within budget.

2.01.04.00 Vision

Our vision is to be the best right of way
organization - professional, innovative, and
successful in everything we do. We continuously
set new standards of excellence in our field. We
take pride in delivering quality products and
services that meet or exceed our customers needs.
Right of Way provides an environment that fosters
teamwork, trust, ethical behavior, care and respect
for the individual, personal and professional
growth, and development of our staff as leaders.

2.01.05.00 District Divisions of Right of Way

Each Digtrict Division of Right of Way shall
develop its own purpose, mission, vision, and goas
statements that shall be consistent with those of the
Department and the Right of Way Program.
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NOTES:
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2.02.00.00 - PROJECT DEVELOPMENT

2.02.01.00 Transportation Project

Development Process

The transportation project development process
starts with initiation of feasibility studies in
accordance with the Project Development
Procedures Manual (PDPM). The process covers
project report studies, community interaction,
environmental  studies, clearance documents,
aternatives, and public hearings all leading to
completion of the plans, specifications, and
estimates (PS&E), and ends with the completion of
construction. Current Department policy requires
that project reports be prepared on al transportation
development and improvement projects. Right of
Way participates in this process by being part of the
project development team and by producing a R/W
Data Sheet, which contains the estimated R/W
capital outlay requirements for the project.

2.02.02.00 Caltrans Project Management

The Department has embraced project management
as its methodology for carrying out its
transportation project development mission.
Project management emphasizes  planning,
monitoring, and managing project delivery
activities and resources to deliver the right project,
a the right time, within budget, and with the
quality promised. Project management emphasizes
communication in a team-based environment. The
project manager, functional managers, project
management support personnel, and district
managers work together to deliver the project. As
part of this effort, the Department has developed a
Project Management Handbook that sets forth the
policies, goals, organizationa structure, and roles
and responsibilities of the project management
organization. Right of Way participates as an
active member of the project management team,
generally as a functional team member.

To support the Department’s project management
program, each District Division of R/W has created
a R/W Project Coordinator position. Establishment
of the R/W Project Coordinator position in each
district is responsive to customer needs and results
in enhanced communication among branches in the
Department, thereby aiding in project delivery and
bringing projects in on time and within estimated

cost. The specific duties and responsibilities of the
R/W Project Coordinator are set forth in the R/'W
Project Coordinator Handbook.

2.02.03.00 Hazardous Waste

The Department’s policy in the development of
transportation projects is to consider fully all
aspects of potential hazardous waste sites.
Contaminated property is acquired only after
adequate prior investigation and proper contractual
and valuation safeguards are incorporated in the
property acquisition process. The property owner
shall complete remediation of contamination, if
possible, prior to the Department’s acquisition of
the property. Where cleanup by the owner prior to
acquisition is not possible, an exception to the
policy must be requested from the Deputy Director,
Project Development and Deputy Director,
Planning. The PDPM sets forth the exception
process and items to be addressed in the exception
request. (See also memo dated August 16, 1995,
Approval Process for Acquisition of Hazardous
Waste Contaminated Property, Weaver/Hendrix.)

Project Development is the lead unit responsible for
identifying, investigating, and cleaning up
hazardous waste on required right of way. Right of
Way, as part of the project development team,
assists in the identification and investigation phases
whenever possible and provides the primary source
of contact with property owners and operators.
Each district has a designated district R/W
hazardous waste/materials coordinator. See
Manual Section 7.04.12.00 for R/W’srolein this
phase of project development and valuation
considerations relating to hazardous waste
properties.

2.02.04.00 Risk Taking

Right of Way is constantly challenged with new
laws, regulations, and policies and the application
of policies and procedures to real-life situations.
Right of Way sometimes faces unique situations
that require judgment decisions when specific
guidance for forming the decision is not available
from law, regulations, or policies and procedures.
Right of Way sometimes must take calculated risks
to deliver its product. The following statement

2.02 - 1 (Rev. 1/2000)



provides some guidance for making decisions Is this informed decision consistent with the

involving risk taking: Department’s policy and practice of being
good stewards of our assets?

A RISK is defined as alega and planned deviation

in business practices or policy application « Is the decision consistent with delegated

consistent with delegated authority and a fiduciary authority?

position that results in time or dollar economies for

the Department. « Does the decision consider the rights of those
involved?

Prior to making a decision regarding a risk
situation, the following factors should he
considered:

Does the decision consider the corporate view?

s Istherisk decision lega?

2.02 - 2 (Rev. 1/2000)



2.03.00.00 - TRAINING AND DEVELOPMENT

2.03.01.00 Philosophy

R/W is committed to developing and maintaining a
highly qualified and motivated work force that is
representative of California’s diverse population.
Inherent in this commitment is the belief that a well-
trained and motivated work force will improve
efficiency, reduce costs, and offer an increased level
of service to our customers.

2.03.02.00 General

Employees in R/'W possess distinct and specialized
skills. Additionally, all employees are expected to
have basic computer literacy, good communication
and interpersona skills, and familiarity with the
functions R/W performs.

Both formal and informd training is required for all
employees. Formal training is offered in accordance
with Caltrans' policies and fals into the following
categories.  mandated, job-required, job-related,
persona development, upward mobility, and career-
related. The formal training outlined in this section
does not include mandated State and Department
training courses required of al employees. Informal
training refers to on-the-job training and is an
essential element in our philosophy of developing
well-trained employees.

2.03.03.00 Responsibility

All R’'W employees share responsibility for
developing and maintaining a well-trained work
force. (See chart below.)

Employees attainment of professional designations
from associations such as the IRWA or the Appraisa
Ingtitute is beneficial to R/W. While it is the
employee’s prerogative to attain such designations,
R/W will support this endeavor to the degree that it
benefits the State.

2.03.04.00 Training Standards

Training standards are structured to give all
employees basic knowledge of R/W operations and
to provide sKkills necessary for optimum job
performance. Each district, however, must
ultimately assess its own needs, its available
resources, and the personnel involved when
determining employees training.

A general orientation process is an important step in
training employees new to R/W. The checklists
(Exhibit 2-EX-1, Supervisor's Report of Employee
Orientation, and Exhibit 2-EX-2, Orientation to
Right of Way Functions) are guides for the first-line
supervisor to follow to ensure that all employees
become familiar with Caltrans in general and R/W in
particular.

R/W Managers - are responsible for coordinating, scheduling, funding, and monitoring statewide training courses
and for developing new courses and training instructors.

o Region/District R/W Managers - are responsible for planning the training needs of district employees;
maintaining training records; tracking, requesting and optimizing local funding for training; and identifying and
providing personnel to be trained and used as instructors.

First-Line Supervisors - are the primary managers and providers of training in their role as mentors. They are dso
responsible for developing an Individual Development Plan (IDP) for each employee and reviewing and updating it
when a change in supervision occurs; completing probationary reports for new employees; annually reviewing and
updating each employee’s training history; and assessing the employee’s training needs and incorporating these into
theIDP.

Employees - are ultimately responsible for their own personal and professional development. This includes
assuming personal and fiscal responsibilities for developing some skills and abilities. They are responsible for
identifying training needs to be included in their IDPs; for fully participating in assigned training; for seeking
training opportunities to improve job performance and self-development (including performing on task forces,
seeking developmental assignments outside R/W, serving on exam panels, serving as instructors, taking short-term
assignments in other districts); for developing mentor and lead person skills to assist in training others; and for
maintaining a current, persona training history.
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2.04.00.00 - RIGHT OF WAY ADMINISTRATION

2.04.01.00 Title VI, Civil Rights Act

Title VI, Section 601 of the Civil Rights Act of
1964 dtates:

“No person in the United States shall, on the
grounds of race, color, or national origin, be
excluded from participation in, be denied the
benefits of, or be subjected to discrimination
under any program or activity receiving Federal
financial assistance.”

The Department of Transportation’s policy is to
provide equal opportunity and full access of its
programs, services, and information to all segments
of the public without regard to race, gender, creed,
color, religion, national or ethnic origin, age,
marital status, or disability. R/W’s implementation
assures that all services and benefits to be derived
from any R/W activity will be administered in
accordance with this palicy.

2.04.01.01 HQ R/W Responsibilities

R/W will designate a R/W Title VI Coordinator
whose primary responsibilities are:

Assist the Department’s Title VI Officer in HQ
to process complaints pertaining to R/W issues
by obtaining facts, witnesses and necessary
statements, and to recommend corrective
action and case resolution.

o Attend necessary appeals hearings and
expedite resolutions.

Serve as liaison between the Affirmative
Action Officers in the districts and the Title VI
Officer in HQ.

Evaluate district performance for compliance
with Title VI laws and regulations, delivery of
the Title VI survey, and maintenance of Title
VI records.

« Review and recommend needed changes in
policy.

2.04.01.02 District R/W _Responsibilities

District R/-W Agents providing services to the
public must deliver the following Title VI
information to property owners, tenants, and
relocatees during their first contact.

“Working Together Works” booklet
Statutes and Regulations, Exhibit 2-EX-3
o Complaint Process, Exhibit 2-EX-4

o Survey Form, RW 2-1, with a self-addressed,
stamped envelope

o Discrimination Complaint Form, RW 2-2

Additionally, Agents shall document delivery of the
Title VI information with an appropriate diary
entry.

District P&M shall gather and maintain the
voluntary Title VI survey forms, identified by
parcel number only, and assure that no personal
information is held in any individual parcel file.

Districts will make Title VI survey information
available to any appropriate HQ R/W or other
reviewer for audit purposes.

2.04.02.00 R/W Roster

The R/W Roster Coordinator initiates, assembles,
and distributes the R/W Roster, which servesasa
resource for information on personnel in R/'W
classifications statewide. Publication is not less
than twice a year in January and July.

The Roster is divided into the following three
sections:

« Personnd (classifications, hires, retirements)
Organization Charts

Telephone Lists

2.04 - 1 (Rev. 1/2000)



Each District Division of R/W shall appoint a
district roster coordinator, who will provide
accurate information in a timely manner upon
request. ‘

2.04.03.00 Statistical Reports

2.04.03.01 Annual R/W Fact Sheet

Each year HQ R/W prepares the Annual R/W Fact
Sheet, which compiles production statistics and
provides an overview of R/W activities during the
preceding fiscal years. The report is an internal
document intended primarily for R/W’s use.

Headquarters R/W has overall responsibility for
initiating, assembling, and finalizing the report.
The various branches within HQ R/W and district
R/W are required to supply certain data upon
request. Information should be provided as quickly
and accurately as possible following receipt of the
request.

Headquarters R/W must maintain a well-
documented file while the report is being prepared
and ensure the information is available for current
and future review.

2.04.03.02 Federal Report

“The Agency shall submit a report of its real
property acquisition and displacement activities
under this part if required by the Federal agency
JSunding the project.” (Ref. 49 CFR 24.9[c])

The federal report pertains to those activities
subject to provisions of the Uniform Relocation
Assistance and Real Property Acquisitions Policies
Act of 1970 where federal or federally-assisted
funds are involved in any phase of a project. This
includes projects under the Combined Road Plan,
State/Local Cooperative Agreements, and where
there is sales tax initiative funding.

The district prepares Form RW 10-4, "Uniform
Relocation  Assistance and Real Property
Acquisition Statistical Report," for the 12-month
period ending September 30 of each year. The
report is submitted to HQ P&M no later than
October 15. Instructions for use and completion of
the form are printed on the reverse side of the form.

2.04.04.00 Forms, Records, and File

Administration

Headquarters P&M is responsible for maintaining
R/W’s record systems and for assuring that policics
and procedures set forth in the Caltrans records
management and forms management programs are
adhered to.

2.04.04.01 Records and File Administration

The Program Manager appoints a R/W Records
Officer to manage the records program in R/W.

HQ Responsibilities:

e  Control access to public records

e Assure confidentiality of personal information

e Assure application of appropriate technology
to all records and file management-related

activities

e Approve requests for filing and storage
equipment

e Consult with and advise managers in all
matters pertaining to records and file

management

Statewide Responsibilities:

e Maintain and revise the statewide R/W
Records Retention Schedule

¢ Coordinate input to Annual Records Inventory

e Act as liaison between HQ and district R/W for
matters pertaining to R/W records

2.04.04.02 Records Retention Schedule

Departmental policy states that a Records Retention
Schedule, Std. 72, shall be established for all record
series under each Program’s functional control and
shall include records held in HQ, district offices,
and storage. A complete revision is required every
five years and may be updated as retention
requirements change.
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The R/W Records Officer shall maintain and
distribute the schedule to district R/W Records
Officers and P&M offices as changes are made.

2.04.04.03 Forms Management

R/W appoints a Forms Officer to bring the Program
into compliance with applicable laws and
regulations of the Department’s forms management
program. Duties include:

e Act as liaison between HQ and district R/W on
issues pertaining to forms management.

¢ Maintain an index of R/W forms to assure
adherence to forms design standards.

Review . forms for compliance with the
Information Practices Act.

Enforce provisions of the Information Practices
Act to assure confidentiality of all personal
information gathered.

Prepare statewide input for the annual
Information Practices Act report.

Approve all requests to print, design, and order
forms.

Take advantage of opportunitics for usc of new
technologies.
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2.05.00.00 - DELEGATION MATRICES

Pursuant to Director's Policy #16 dated
December 1, 1994, and Executive Order #98-21
dated July 2, 1998, the R/W Program Manager
issues, updates, and disseminates Program
delegations directly to the Regions/Districts
through the R/W manual revision process. As
before, delegations transfer to Region/District
Directors, and by separate subdelegation order from
Region/District  Directors to  Region/District
Division Chiefs - R/W, and thereafter to the
designated position.

The delegation matrices identify specific
delegations to Regions/Districts, and also identify
the Region/District subdelegation level of approval

required for actions within each R/W function. The
delegation process now provides that each
Region/District will determine, approve, and enter
its own subdelegation authority levels on the
following matrices.

To complete the subdelegation process, each
Region/District ~ determines and  processes
appropriate subdelegation orders, enters those
approved authorities in the appropriate matrix
column, and thereafter maintains subdelegation
records and revisions. A copy of the delegation
matrices reflecting Region/District approved
subdelegation levels and current revisions thereto is
to be forwarded for HQ records.

2.05-1 (Rev. 1/2000)
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